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APPENDICES 
Layout  of  Sample  Advanced  Queries 

Questions  based  on  HR  Data  Tables 

1.  Which  employees  are  currently  out  on  education  or  maternity  leave  in  my  bargaining  unit? 

2.  How  many  employees  in  my  department  are  classified  as  LTHT  (less  than  half-time)  status? 

3.  Which  employees  in  my  department  on  out  on  any  type  of  leave  (other  than  "Reg")? 

4.  What  is  the  next  step  date  for  employees  in  my  department  with  last  names  beginning  A-F? 

5.  What  are  the  names  of  those  people  in  my  department  who  have  an  FTE  status  between  .4  and  .9? 

6.  Which  bargaining  units  currently  exist  in  my  department? 

6A.  Which  employees  in  my  department  are  assigned  to  my  own  bargaining  unit? 

7.  Which  employees  in  my  department  have  a  next  step  date  within  this  current  calendar  year? 
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Layout  of  Sample  Advanced  Queries 

Questions  based  on  the  PCRS  (Labor  History  Table) 

1.  How  many  hours  personal  and  sick  time  were  used  in  my  department  between  9/1/98  and  12/31/98? 

2.  Which  employees  in  my  department  have  used  greater  than  (15)  hours  of  vacation  between  9/1/98  and 
12/31/98? 

3.  How  many  hours  of  vacation  time  did  my  entire  department  use  between  5/1/98  and  8/31/98? 

4.  Which  employees  in  my  department  have  used  greater  than  (15)  hours  of  sick  time  within  the  past 
month? 
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Statement  of  Course  Purpose  and  Objectives 

Course  Purpose: 

The  purpose  of  this  course  is  to  further  enhance  the  previous  acquired 
knowledge  of  users  of  the  Human  Resource  Data  in  the  Commonwealth's 
Information  Warehouse.  Such  enhancements  will  include  the  ability  to  query 
the  information  warehouse  and  receive  valid  and  specific  information  to  a  wide 
range  of  human  resource  and  payroll-related  topics. 

As  a  result  of  this  session  you  will  be  able  to: 

1 .  Demonstrate  the  use  of  advanced  Microsoft  Access  functions  in  the  HR  Data  in 
the  Information  Warehouse. 

2.  Analyze  the  data  received  for  accuracy  and  practicality. 

3.  Create  and  design  reports  based  on  data  retrieved  from  HR  Data  in  the 
Warehouse. 

4.  Analyze  data  results  to  Microsoft  Excel  and  Microsoft  Word. 

5.  Learn  how  to  obtain  valuable  answers  to  question  concerning  your  department 
and  your  own  job  function  from  the  HR  Data  in  the  Warehouse. 

6.  Effectively  use  the  on-line  data  dictionary  tables  to  research  element  and  table 
names. 
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An  In-Depth  Look  at  Human  Resource  Data  in  the  Information 
Warehouse 

Human  Resource  Data  in  the  Information  Warehouse  provides  information  on  many  facets  of  detail 
personnel  and  payroll  data.  As  a  result,  a  variety  of  questions  concerning  employees,  FTEs  and 
general  Human  Resource  data  can  be  posed  and  answered  by  using  Microsoft  Access  to  query  the  HR 
Data  in  the  Information  Warehouse.  The  following  are  examples  of  key  terms  that  may  be  used  in 
selecting  fields  and  eventually  constructing  a  query  in  Microsoft  access: 

•  employee  •  job  title 

•  leave  status  •  gender 

•  appropriation  account  •  age 

•  source  of  funds  •  years  of  service 

•  bargaining  unit  •  social  security  number 


Human  Resource  Data  in  the  Information  Warehouse 
HR  Data  Tables  and  Views 

In  1997  the  Commonwealth  initiated  a  project  that  would  allow  departments  to  access  Human 
Resource  Data  using  the  Information  Warehouse..  Users  may  select,  set  criteria  and  aggregate 
personnel  related  fields  as  necessary  to  meet  business  requirements.  Because  of  the  detail 
orientation  of  the  HR  Data  tables,  specific  information  can  now  be  retrieved  addressing  detail 
questions. 

For  example,  employment  inquiries  take  on  a  new  meaning  when  asking  a  variety  of  questions. 

HR  Data  Summary:  How  many  employees  and  FTES  are  in  my  department? 

HR  Data  Detail:  Which  individuals  in  my  department  have  a    FTE  status  of  .5  or 

less? 

A  single  query  can  yield  every  record  in  the  course  of  an  individual's  employment  including  all 
changes  in  position,  department,  pay  organization,  account,  position  number,  title  or  salary. 

There  are  over  20  additional  reference,  detail,  and  summary  tables  within  the  Warehouse  that  can 
provide  information  to: 

•  chief  fiscal  officers  •    payroll  supervisors 

•  budget  analysts  •     human  resource  personnel 

•  personnel  managers 

These  tables  empower  its  users  to  review  and  report  on  the  status  of  their  most  important 
resource  -  personnel. 
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Legislative 
Branch 

House  of 

Representatives 
Senate 
Joint  Legislature 


Executive  Branch 

Governor 

State  Auditor 

Lieutenant  Governor 

State  Attorney 

Governor's  Council 

State  Treasurer 

Executive  Council 

Campaign  &  Political  Finance 

Inspector  General 

District  Attorneys 

Attorney  General 

Ethics  Committee 

Office  of  the  Comptroller 

Disabled  Person  Protection 

Committee 

Independent  Office  &  Commissions 

Judicial  Branch 

Supreme  J  udicial  Court 

Appeals  Court 

Trial  Court 

Board  of  BarExaminers 

Judicial  Conduct  Commission 

Committee  of  Public  Counsel 

Mental  Health  Legal  Advisors 


State  Agencies 

Administration  and  Finance 

Education 

Labor 

Executive  Office  for  Administration 

Department  of  Education 

Department  of  Labor  &  Work  Force 

&  Finance 

Higher  Education 

Development 

Appellate  Tax  Board 

State  &  Community  Colleges 

Conciliation  &  Arbitration 

Budget  Bureau 

University  System 

Department  of  Labor  &  Industries 

Capital  Planning  and  Operations 

Division  of  Industrial  Accidents 

Civil  Service  Commission 

Elder  Affairs 

Joint  Labor  Management  Committee 

Commission  Against  Discrimination 

Executive  Office  of  Elder  Affairs 

Labor  Relations  Committee 

Department  of  Revenue 

Department  of  Veteran  Services 

Environmental  Affairs 

Public  Safetv 

Developmental  Disabilities 

Executive  Office  of  Environmental  Affairs 

Executive  Office  of  Public  Safety 

Division  of  Administrative  Law  Appeals 

Department  of  Environmental  Management  Architectural  Access  Board 

Group  Insurance  Commission 

Department  of  Food  &  Agriculture 

Board  of  Building  Regulation 

Human  Resources  Division 

Fisheries  &  Wildlife  Environmental  Law 

Chief  Medical  Examiner 

Information  Technology  Division 

Low  Level  Radioactive  Waste 

Committee  on  Criminal  Justice 

Operational  Services  Division 

Metropolitan  District  Commission 

Criminal  History  Systems  Board 

Public  Employee  Retirement  Administration  State  Reclamation  Board 

Criminal  Justice  Training  Council 

State  Office  of  Affirmative  Action 

Department  of  Correction 

Teacher's  Retirement  Board 

Health  &  Human  Services 

Department  of  Fire  Services 

Executive  Office  of  Health  &  Human 

Department  of  Public  Safety 

Consumer  Affairs 

Services 
Department  of  Medical  Assistance 

Department  of  the  Police 
Governor's  Highway  Safety  Bureau 

Office  of  Consumer  Affairs  &  Business 

Alcohol  Beverages  Control  Commission 

Department  of  Medical  Security 

Massachusetts  Emergency  Management 

Board  of  Medicine 

Department  of  Mental  Health 

Agency 

Department  of  Public  Utilities 

Department  of  Mental  Retardation 

Massachusetts  Firefighting  Academy 

Division  of  Banks 

Department  of  Public  Health 

Merit  Rating  Board 

Division  of  Insurance 

Department  of  Social  Services 

Military  Division 

Division  of  Registration 

Department  of  Transitional  Assistance 

Parole  Board 

Division  of  Standards 

Department  of  Youth  Services 

Registry  of  Motor  Vehicles 

Energy  Facilities  Setting  Council 

Division  of  Health  Care,  Finance  &  Policy 

Massachusetts  Cable  Television 

Massachusetts  Commission  for  the  Blind 

Transportation  &  Construction 

Commission 

Massachusetts  Commission  for  the  Deaf  &  Executive  Office  of  Transportation  & 

State  Racing  Commission 

Hard  of  Hearing 

Construction 

Massachusetts  Rehabilitation  Commission 

Massachusetts  Aeronautics  Commission 

Economic  Development 

Office  for  Refugees  &  Immigrants 

Massachusetts  Highway  Department 

Department  of  Economic  Development 

Office  for  the  Children 

Division  of  Energy  Resources 

Soldier's  Homes 

Division  of  Housing  &  Community 

Development 
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Sources  of  HR  Data  in  the  Information  Warehouse 
otherwise  referred  to  as  source  systems 

CAPS=    C 

Commonwealth  Automated  Payroll  System 

>-    Tracks  Payroll  Data  from: 
►     the  Judiciary  Staff. 

-  the  Legislative  Staff. 

-  Constitutional  Offices. 

-  Higher  Education  Staff  EXCEPT  UMASS. 

*•    Updated  Monthly  - 

-  in  the  latter  part  of  the  month  data  is  sent  through  the  last  Saturday  of  the  CURRENT  month. 

>■    This  means  that  the  data  is  sometimes  current  for  a  date  that  has  not  yet  occurred. 


HRMIS  =  H 

Human  Resources  Management  Information  System 

>-    Maintains  personnel  information  for  all  UMASS  staff. 
»    Updated  Weekly 

>-    Wednesday  night  data  is  sent  from  the  previous  Saturday. 

*-    The  update  is  available  on  Thursday  morning. 

PMIS  =     P 

Personnel/Payroll  Management  Information  System 

>■    Executive  Department's  database. 

>-    Lists  personnel. 

►    Lists  salary. 

>-    Lists  payroll  information  for  this  population. 

*■    Updated  weekly 

>-     Wednesday  night  data  is  sent  from  the  previous  Saturday 
»-     The  update  is  available  on  Thursday  morning 
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YOU  ARE  ABLE  TO  "JOIN"  HR  DATA  TABLES  TO  OTHER  SOURCES 
WITHIN  THE  INFORMATION  WAREHOUSE: 


MMARS 

Massachusetts  Management  Accounting  &  Reporting  System 


Appropriation  Allocation 

Appropriations 
Accounting_Line 


It  is  a  helpful  option  to  be  able  to  link  HR 
"►     data  in  the  Warehouse  to  MMARS 
financial  data. 


PCRS 


Payroll  Cost  Reporting  System  (only  accessible  in  the  PMIS  source  system) 


>    Labor  History 


When  querying  concerning  leave  time  i.e. sick,  vacation 
and  personal  time,  linking  to  the  Labor  History  table 
proves  to  be  an  efficient  tool. 
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Two  Standard  Measures  Within  HR  Data  in  the  Warehouse 

FTE  =  Work  Assigned  Normal  Hours 
Position  Assigned  Hours 

FTE  -  Full  Time  Equivalent  -  defined  in  terms  of  a  specific  work  assignment 

□  FT  -  Full  Time =  work  assignments  whose  FTE  value  =1 

□  PT  --  Part  Time =  work  assignments  whose  FTE  value  =  0.50  to  0.99 

□  LT  --  Less  than  1/2  Time  =  work  assignment  whose  FTE  value  =  0.01  to  0.49 

Note:The  value  of  the  work  assigned  normal  hours  of  a  particular  work 
assignment  (authorized  by  the  department)  divided  by  the  position  authorized 
hours  of  the  position  title(as  determined  by  the  title's  bargaining  unit). 

Example:      Bargaining  Unit  06  authorizes  a  programmer  to  work  37.5  hours  per  week,  but 
Deborah  Smith's  position  was  established  as  part  time  30  hours  per  week. 
Therefore,  Deborah's  FTE  value  is  30/37.5=  0.8. 

Bargaining  unit  05  authorizes  a  state  trooper  to  work  40.0  hours  per  week,  but 
Patrick  McDonald's  position  was  established  as  part-time  30  hours  per  week. 
Therefore  Patrick's  FTE  value  is  30/40=75. 


Standard  Workforce  is  comprised  of: 


those  employees  who  are: 
regular  positions, 
excess  quota  positions 
sick  leave  backfill  positions 
unknown/not  available 


those  employees  who  are  : 
currently  working 
on  paid  leave 
unknown  work  status 


Pos  ition  Type  Code  2: 

REGU 
EXQU 
LS18 

UNKN 


Work  Status  Code: 

W 

P 

U 


Note:  Summary  tables  should  always  be  queried  for  the  standard  workforce. 
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Human  Resource  Data 
DETAIL*  Tables 

Person 

Person_Salaries 

Work_Assignment_History 


Human  Resource  Data 
SUMMARY*  Tables 

Employee_Approp_Stats 

Employee_Barg_Unit_Stat 

Employee_Org_Stats 

Personnel_Summary 

Workforce_Diversity 


Human  Resource  Data 
REFERENCE  Tables 

Bargaining_Unit_Ref 

Earnings_Categ_Code_Ref 

EEO_Category_Code_Ref 

E  m  p  loyee_Categ_Cod  e_Ref 

Ethnic_Type_Ref 

PARIS_Calendar_Ref 

Position_Type_Code  1  _Ref 

Position_Type_Code2_Ref 

Salary_Charts 

Salary_Type_Code_Ref 

Source_System_Ref 

Termination_Code_Ref 

Titles 

Veteran_Status_Code_Ref 

Work  Status  Ref 


secured  table  views: 

Department  View  (Non-prefixed) 

Secretariat,  Multi  Department  or  Organization  View  (prefix=OS) 

Statewide  View  (prefix=SW) 


s:\hrd\training\paris\advintro.doc 


Advanced  Human  Resource  Data  in  the  Commonwealth's  Information  Warehouse 


Page  11 


Human  Resource  Data  Model  -  Reference  Tables 


_Salary_Charts 

Salary  Chart  Code 
Job  Grade 
Job  Step 

Earninqs  Rate  Code 
Chart  Effective  Date 
Source  System 
Step  Amount 

O.N                              1.1 

Pos  ition_Type_Code1_Ref 

O.N               1.1 

Position  Type  Code  1 
Description 

-^ ^* 

Pos  ition_Type_Code2_Ref 


Position  Type  Code  2 
Description 


O.N      1.1 

^ ^- 


Titles 


Title  Code 

Source  System 

Title 

Position_Authorized_Hour 

s 

Bargaining  JJnit 

EEO_Type 

EEO_Category_Code 

I 


1,1 


0,N 


A  1.1 
jo.N 


0,N 


1,1 


^~ 


_Banj»aining_Unit_Ref 


Source  System 
Bargaining  Unit 
Description 


_EE  OCategory  CodeRef 


EEO  Category  Code 

EEO_Type 

Description 


_E  mployee_Categ_Code_Ref 


Source  System 
Employee  Category  Code 
Work_Status_Code 
Description 


Wo  ri<_ Ass  ignment_  His  to ry 


Social  Security  Number 

Position  Assigned  Department 

Pay  Organization 

Executive  Office 

Branch  of  Government 

Source  System 

Position  Number 

Part  Time  ID 

Effective  Date 

Position_Title 

Pay_Title_Code 

Position_Type_Code_1 

Position_Type_Code_2 

Title_Type_Code 

Employee_Category_Code 

Entered_Department_Code 

Entered_Pay_Org_Date 

Organization 

Appropriation 

Subsidiary 

Object 

Position_Authorized_Hours 

Work_Assignment_Normal_Hours 

Full_Time_Equivalent 

Termination_Date 

Termination_Code 

Bargaining_Unit 

Salary_Rep_Chart_Number 

Job_Grade 

Job_Step 

Next_Step_Date 

Salary_Effective_Date 

Weekly_Total_Gross_Salary 

Earnings_Rate_Code 

Confidentialjndicator 

Exempt_Code 

Last_Pay_Period_Date 


1.1 


1,1 


0,N  w 


0,N 


Sou  rce_S  ys  temRef 


Source  System 
Source_System_Name 


Termination  Code  Ref 


Source  System 
Termination  Code 
Description 


1 


A 


1.N 


Work  Status  Ref 


Work  Status  Code 
Short  _Description 
Description 
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Human  Resource  Data  Model  -  Detail  Tables 


_  Wo  tk_  As s  (gnment_  His  to  ry 


Social  Security  Number 

Position  Assigned  Department 

Pay  Organization 

Executive  Office 

Branch  of  Government 

Source  System 

Position  Number 

Part  Time  ID 

Effective  Date 

Position_Title 

Pay_Title_Code 

Position_Type_Code_1 

Position_Type_Code_2 

Title_Type_Code 

Employee_Category_Code 

Entered_Department_Code 

Entered_Pay_Org_Date 

Organization 

Appropriation 

Subsidiary 

Object 

Position_Authorized_Hours 

Work_Assignment_Normal_Hours 

Full_Time_Equivalent 

Termination_Date 

Temnination_Code 

Bargaining_Unit 

Salary_Rep_Chart_Number 

Job_Grade 

Job_Step 

Next_Step_Date 

Salary_Effective_Date 

Weekly_Total_Gross_Salary 

Eamings_Rate_Code 

ConfidentiaMndicator 

Exempt_Code 

Last_Pay_Period_Date 


Person 


Social  Security  Number 
Position  Assigned 
Department 
Pay  Organization 
Executive  Office 
Branch  of  Government 
Source  System 
Organization 
Gender_Code 
Citizenship_Code 
1.NJ  Ethnic_Code 
Veterans_Code 
Education_Level_Code 
Date_of_Birth 
Entered_State_Service_D 
ate 

First_Name 
Middlejnitial 
Last_Name 
Last_Payro!l_Activity_Date 


,N  1/ 


1,1  n 


0,N 


L,i 


1.1 


0,N 


1.1 


Person  Salaries 


Social  Security  Number 

Position  Assigned  Department 

Pay  Organization 

Executive  Office 

Branch  of  Government 

Source  System 

Position  Number 

Part  Time  ID 

Effective  Date 

Salary  Type  Code 

Salary_Effective_Date 

Weekly_Salary_Amount 

Termination_Date 

Last_Pay_Period_Date 


3,N      1 


SalaryTypeCodeRef 


Appropriation   Allocation 


Fiscal  Year 

Department 

Appropriation 

Fiscal_Year_4_Positions 

Appropriation_Type 


Source  System 
Salary  Type  Code 
Description 


0,N 


Veterans  Status  Code  Ref 


Veterans  Code 
Vet  _Description 


_Labor_  History 


Social  Security  Number 

Position  Assigned  Department 

Pay  Organization 

Payroll  System  Identifier 

Position  Number 

Part  Time  ID 

Pay  Period  End  Date 

Document  Code 

Document  Department 

Document  Number 

Program 

Project  Client  GRPT 

Project  Client  GRPT  Indicator 

Reporting  Category 

Department 

Organization 

Appropriation 

Appropriation  Subsidiary 

Object 

Sub  Object 

Sub  Organization 

Activity 

Department  Option  1 

Department  Option  2 

Department  Option  3 

Department  Option  4 

Department  Option  5 

Department  Option  6 

Secretariat  Option  1 

Secretariat  Option  2 

Earnings  Category  Code 

Distribution  Source 

Position  Assigned  Approp 

Agency  Number 

Budget  Fiscal  Year 

Fiscal  Year 

Original  Accounting  Period 

Pay  Period 

PCRS_Creation_Date_Time 

Earnings_Category_Amount 

Eamings_Category_Hours 

Pre_Reassigned_Appropriation 

Pre_Reassigned_Approp_Sub 

Pre_Reassigned_Department 

Pre_Reassigned_Organization 

Temp_PR_Flag  " 

Orig_Distribution_Approp 

Orig_Distribution_Approp_Sub 

Orig_Distribution_Dept 

Orig_Distribution_Object 

Reassignmentjndicator 

MMARS_Update_Date 
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Human  Resource  Data  Model  -  Summary  Tables 


0,N 


PARIS  Calendar  Ref 


U1.1 


^  Pay  Period  End 
Date 


0,N 


yi,i 


Fiscal_Year_4_Pos 
Weeks_ln_Fiscal_Year 

Ao.'n 


y  1,1 


_Employee_Org_Stats 


_Employee_Approp_Stats 


_Employee_Barg_Unit_Stat 


_Personnel_Summary 


Pay  Period  End  Date 

Position  Assigned 

Department 

Pay  Organization 

Position  Type  Code  2 

Appropriation  Type 

Work  Status  Code 

Branch_of  _Govemment 

Executive_Office 

Total_Employee_Count 

Total_Employee_FTE 

Total_Base_Salary 

Total_Other_Salary 

FT_Employee_Count 

PT_Employee_Count 

PT_Employee_FTE 

LTHT_Employee_Count 

LTHT_Employee_FTE 

Zero_Employee_Count 

Total_FT_Base_Salary 

Total_FT_Other_Salary 

Total_PT_Base_Salary 

Total_PT_Other_Salary 

Total_LTHT_Base  Salary 

Total_LTHT_Other_Salary 

Total_Zero_Base_Salary 

Total_Zero_Other_Salary 


Pay  Period  End  Date 

Position  Assigned 

Department 

Pay  Organization 

Appropriation 

Position  Type  Code  2 

Work  Status  Code 

Branch_of_Govemment 

Executive_Office 

Appropriation_Type 

Total_Employee_Count 

Total_Employee_FTE 

FT_Employee_Count 

PT_Employee_Count 

PT_Employee_FTE 

LTHT_Employee_Count 

I  TWT    Fmnlru/oo    FTP 


Pay  Period  End  Date 

Position  Assigned  Department 

Pay  Organization 

Source  System 

Bargaining  Unit 

Position  Type  Code  2 

Appropriation  Type 

Work  Status  Code 

Branch_of  _Govemment 

Executive_Office 

Total_Employee_Count 

Total_Employee_FTE 

FT_Employee_Count 

PT_Employee_Count 

PT_Employee_FTE 

LTHT_Employee_Count 

LTHT_Employee_FTE 

Zero_Employee_Count 


Pay  Period  End  Date 

Fiscal  Year 

Position  Assigned 

Department 

Subsidiary 

Object 

Bargaining  Unit 

Union  Label 

Pay  Title  Code 

Branch_of  _Government 

Executive_Office 

Appropriation 

Appropriation_Type 

Pay_Organization 

Source_System 

Position_Type_Code_2 

Work_Status_Code 

Employee_Category_Code 

Full_Time_Equivalent 

Total_Base_Salary 

Total_Other_Salary 


_Workforce_Diversity 


Pay  Period  End  Date 

Fiscal  Year  4  Pos 

Position  Assigned 

Department 

Pay  Organization 

Position  Type  Code  2 

Appropriation  Type 

Work  Status  Code 

Gender  Code 

Ethnic  Code 

Veteran  Code 

EEO  Type 

EEO  Category  Code 

Branch_of_Government 

Executive_Office 

Tota  l_E  m  ploy  ee_Cou  nt 

Total_Employee_FTE 

Total_Avg_Salary 


^ 


0£T 


_Ethnic_Type_Ref 


Ethnic  Type 
Description 
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Building  a  Query  with  HR  Data  in  the  Warehouse 

There  are  8  basic  steps  to  creating  a  query  with  HR  data  in  the  Warehouse: 


1.  Define  your 
query. 


2.  Choose  your 
tables. 


3.  Attach  your 
tables. 

4.  Choose  your 
fields. 


Before  you  even  log  into  the  Warehouse,  take  some  time  to  think  about  your  query  in 
terms  of  a  clear  and  specific  question.  The  Warehouse  is  a  big  place,  and  you  want  to 
get  in  and  out  with  your  answers  as  quickly  as  possible.  A  well-stated  question  will  help 
you  find  what  you  need  in  less  time. 

Before  you  log  into  the  Warehouse,  think  carefully  about  what  you  need. 

Always  put  your  question  down  on  paper.  Writing  it  out  will  help  you  visualize  your  results 

before  starting. 

Limit  the  focus  of  your  query  to  answer  just  one  specific  question. 

If  you  have  a  complex  query  to  run,  try  building  a  simple  one  first.  See  how  it  works.  Then, 

use  it  as  a  building  block  to  get  to  the  more  complex  version. 


Now  that  you've  narrowed  your  question  down  to  its  particular  function(s),  you'll  select  the 
appropriate  table(s)  from  which  to  retrieve  your  data. 

Which  specific  tables  should  you  use?  There's  really  no  formulaic  answer.  The  best 
suggestion  we  can  make  is  this  -  browse  around  in  the  various  tables.  If  a  particular  field 
looks  unfamiliar  to  you,  try  a  query  against  the  Data  Dictionary  tables. 


Now  it's  time  to  select  the  particular  fields  you  want  within  the  table(s)  you  know  you 
need.  The  first  thing  to  do  is  add/attach  the  table(s)  you  need  so  you  can  scroll  through 
and  look  at  the  fields  contained  within  each. 


At  this  point,  we  aren't  concerned  with  selecting  fields  in  order  to  set  criteria  (by  "set 
criteria",  we  mean  that  you'll  eventually  need  to  tell  the  Warehouse  what  Department  you 
want,  what  Budget_Fiscal_Year,  etc.,)  We'll  cover  setting  criteria  in  Step  7. 


5.  Types  of  joins  & 

y  When  you're  using  more  than  one  table  in  your  query,  you  need  to  create  joins.  In 

JOinS.  essence,  joins  help  your  query  realize  information  in  one  that  the  table  is  related  to  the 

information  in  another  by  virtue  of  certain  fields  that  they  have  in  common. 


7.  Refine  your 
query. 

8.  Run  your 
query. 


Criteria  are  parameters  you  set  on  the  scope  of  your  question.  They  tell  the  Warehouse 
exactly  what  information  you  need.  Because  criteria  limit  the  scope  of  your  question,  they 
help  your  query  avoid  returning  irrelevant  data. 

If  you  don't  set  criteria...  your  query  may  perform  a  "table  scan"  (meaning  it  looks  through 
entire  tables  searching  for  your  data). 

Since  Warehouse  tables  contain  thousands  or  millions  of  rows  of  data,  queries  involving 
table  scans  can  take  an  enormous  amount  of  time  and  resources  on  the  part  of  both  the 
desktop  (your  PC)  and  the  file  server  (the  Warehouse).  For  example,  scanning  a  13 
million  row  table  will  take  20-30  minutes,  will  freeze  your  PC,  and  may  lock  other 
users  out  of  the  Warehouse  temporarily.  Therefore  when  running  a  query,  make 
sure  that  you  have  set  the  appropriate  criteria. 
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©  Define  your  Query 


J  How  to  test  to  see  if  your 
question  is  asked  correctly: 

□  Your  question  should 
immediately  inform  you  of  what 
your  criterion  will  be  set  to 
include  or  exclude. 

□  Your  question  should  always 
be  able  to  answer... 


□ 


ho 


hen 


here 


V 


V 


V 


J  Summary  tables  are  always 
queried  for  the  standard 


Before  you  begin  a  query,  you  must  be  clear  in 
understanding  exactly  what  you  are  asking.  Here  is  an 
example  of  the  kind  of  question  that  you  might  want  to 
ask  of  HR  data  in  the  Warehouse: 

Good  Q:  How  many  employees  and  FTE's  does  my 
department  presently  employ? 

This  question  asks  about:  The  standard  workforce 

A  specific  department 
A  specific  point  of  time 

This  query  utilizes  a  summary  table  to  generate  a  summary 
result  set  and  is  based  on  the  standard  workforce. 


Here  is  an  example  of  the  type  of  question  that  you  do 
not  want  to  ask... 

Bad  Q:     How  many  people  work  here? 

If  you  ask  this  kind  of  question,  the  Warehouse  will 
answer  by  giving  you  back  information  for  EVERY 
department ,  EVERY  available  fiscal  year  &  not  for  the 
STANDARD  workforce...  so  remember  to  be  specific. 
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Choose  your  tables 


J  Which  specific  table 
should  you  use? 

□  There  is  no  specific  formula. 

□  The  best  suggestion  is  to  try  to 
browse  around  in  various 
tables. 

□  Query  the  Data_Dictionary  and 
see  if  you  can  find  a  table  for 
specific  fields.  (See  Page  34). 


J  Whenever  possible,  pick 
the  most  summarized  table 
in  the  hierarchy  for  your 
query.  Your  query  will  run 


mur 


Y\    fac  \ck  i 


The  next  step  after  formulating  a  clear  and  specific 
question  is  to  decide  where  the  answer  is  stored  in  the 
Warehouse. 

There  are  over  250  database  tables  in  the  Warehouse. 
In  order  to  save  yourself  a  bit  of  search  time,  ask 
yourself 

What  kind  of  information  do  I  need? 

This  will  help  you  to  narrow  down  your  choice  of  tables. 

Let's  go  back  to  our  query  question  from  step  ©: 

■r  We  know  that  this  query  will  use  a  summary  table  to 
generate  summary  results  on  the  standard 
workforce. 

w  If  we  look  at  the  Warehouse's  structure  for  PARIS 
Summary  Table  Definitions  (pages  22-24),  we  see 
that  Employee_Org_Stats  contains  employee  and 
FTE  counts  subtotaled  by  Pay_Period,  DEPT-ORG, 
Appropriation,  Position_Type  and  WorkStatus. 

After  selecting  the  appropriate  table(s),  jot  them  down  on 
your  Query  Building  Worksheet. 


<  Microsoft  Access  ■  (How  do  1  query  on  the  Data.Dtcuonary? :  Select  Query! 

HOB 

©  3*    £<*    ?*>»    1°°b    l™«rt    Query 

HJridow   a* 

-1*1*1 

•r    o  tS  -    !    %  z  ;'  ai       •  tf^  B-4- 

d 

1  •■- 

MteJftM 

Category 

■Mm 
Mattel 

vr" 

_1J 

Fold 

Table 

Sot 

Show 
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or 

Table  Name 

Definition 

Category 

dbo  Data  DcWrvary  Table 

dbo  Data  Dictionary  Table 

dbo  Data  Dictionary  Table 

H 

a 

s 

□ 

Lke  "pent  Jummary"" 

• 

•1    1 

~~i~ 

Read?                                                                                                                                               NUM 

BEJE3 ■■  ** Microsoft  Access  •  [How do  I irtiery on the  Data  Dtciioiiary? : Select  Query! 


©  Fie    £ol    yew   loots    Insert    Format    Records    window   Mofe 
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and  FTe  count. 
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based  on  their  bargaining  units 

A  summary  table  of  employee  siatsKS  bycaegory 
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PARS  Summary 

Tables 
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Tables 
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Tables 
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.Saiary_Summary 

Wortdbrce_Drvenny 


Provides  sutsuca)  em  ployee  information 

Provides  all  labor  costs  in  addmono  earnings  wheh  are  incur-ed 

by  the  Commonwealth 

Provides  the  earnings  dtsmbifled  by  organizaDon  from  the  pay 

organcapon  level  c  Branch  of  Government 

Provides  the  protected  payroll  costs  for  the  balance  of  the  current 

fiscal  year 

Provides  salary  amounts  sum  mansd  at  the  pay  oiganizaaon  level 

A  summanzaicn  of  salary  information  by  pay  organuason  for  each 

individual- 

A  demography  able  of  workforce  drveisny  maintained  at  the  pay 

organuason  level 

■l-l-lin 


PARS  Summary 

Tables 

PARS  Summary 

Tables 

PAWS  Summary 

PARS  Sum  mary 

Tables 

PARS  Summary 

Tables 

PARS  Summary 

Tables 

PARS  Summary 

Tables 


Datasheet  view 


C  ' 


Appendix  4 


s  :\hrd\tra  iningNpa  rs\appnd_4a  .doc 


Introduction  to  Human  Resource  Data  in  the  Information  Warehouse 


Page  1  7 


Attaching  Tables 


Before  you  can  choose  your 
fields,  you  must: 

Add/Attach  the  table(s)  you 
need. 

To  attach  a  table  follow  these 
steps: 

1.  Click  the  "Queries "tab. 

2.  Click  "New". 

3.  Click  "Design  View". 

4.  Click  "OK". 

5.  Highlight  the  table(s)  that 
you  would  like  to  attach. 

6.  Click  "Add". 

If  you  need  more  than  one 
table: 

■+  Highlight  the  first  table. 
*+  Scroll  down  to  find  the  next 

table. 
*+  Press  the   <Ctrl  >key. 
»+  Click  on  the  table  name. 

7.  When  you  have  finished 
attaching  the  tables  you 
need,  click  "Close". 


*,  Mtcrosort  Access   IDAIABASE :  Database) 
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®  Choose  your  fields 


We  are  now  ready  to  choose  our 
field  names  for  our  query. 

We  can  do  this  one  of  three  ways: 

1 .  Double  click  on  the  field  name. 

2.  Click  on  the  field  name; 
Hold  down  the  left  mouse 
button; 

Drag  and  drop. 

3.  Click  on  a  blank  cell; 

Click  on  the  drop  down  arrow; 
Choose  the  field  name  that  you 
want. 

Your  query  results  will  be  based  on 
the  fields  you  choose: 

1.  PayPeriodEndDate 

2.  Position_Type_Code_2 

3.  WorkStatusCode 

4.  Position_Assigned_Department 

5.  TotalEmployeeCount 

6.  TotalEmployeeFTE 

We  are  not  ready  to  run  the  query. 
We  still  must  set  the  criteria. 
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Types  of  Joins 


When  you're  using  more  than  one  table 
in  your  query,  you  need  to  create  joins. 
In  essence,  joins  help  your  query  realize 
that  the  information  in  one  table  is 
related  to  the  information  in  another  by 
virtue  of  certain  fields  that  they  have  in 
common. 

There  are  three  basic  types  of  joins: 

Inner  Joins  return  only  rows  of  data  where, 
there's  a  match  between  the  two  tables.  Inner 
joins  are  the  most  common  type,  and  are  also 
known  as  "equi-joins". 

Left-Outer  Joins  return  ALL  records  from 
the  left-hand  table  and  ONLY  matching  resoifJs 
from  the  right-hand  table.  * 

Right-Outer  Joins  return  ALL  records  from 
the  right-hand  table  and  ONLY-matctung  records 
from  the  left-hand  table.  * 


•*  McnEnR«ccsss-|OiRty1:SHectQaBry| 


£)  He   t*   Yjew   look    Tpurt.    fiuary   window   b* 


fine 


*  (When  we  refer  to  "left-hand"  and  "right-hand" 
tables,  we  s  imply  mean  the  way  they  appear  on 
your  PC  screen  when  you're  creating  the  join.) 

Now,  it's  pretty  much  a  given  that  you'll 
want  to  create  joins  whenever  you  build 
a  query  which  uses  more  than  one 
table. 

"But  which  fields  should  I  join?",  you 
ask. 

Excellent  question.  As  a  rule,  you'll  want 
to  join  on  all  fields  that  a  pair  of  tables 
has  in  common. 

(Although  you  may  be  using  several  tables  in  your 
query,  each  join  line  connects  one  pair  of  tables.) 

If  you  don't  join  on  common  fields... 
you  may  end  up  with  duplicate 
records. 
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Creating  your  Joins 


Joins  are  relationships  between  two 
tables  that  exist  only  inside  the  query 
environment.  Joins  allow  you  to 
produce  results  that  the  database  may 
prohibit. 

To  create  any  of  the  three  basic  types  of 
joins  follow  these  steps: 

1 .  Place  all  the  tables  in  the  query  that 
you  want  to  take  information  from. 

2.  Highlight  one  of  the  fields  that  is  to 
be  part  of  the  join. 

(Generally,  joins  are  from  left  to  right) 

3.  By  holding  down  the  left  mouse 
button,  drag  the  changed  pointer  to 
the  related  field  in  the  related  table. 

4.  Release  the  left  mouse  button  when 
you  are  over  the  field.  A  temporary 
join  will  be  made. 

(By  default  an  inner  join  is  created) 

5.  To  alter  the  type  of  join  between  the 
tables,  highlight  the  join  with  your 
mouse  pointer.  The  join  should 
become  slightly  thicker. 

6.  Hold  down  the  right  mouse  button 
and  select  Join  Properties  from  the 
dialog  box. 

7.  Select  the  type  of  join  that  you  want 
to  appear  between  the  two  tables. 

8.  Click  "OK". 
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®  Refine  your  Query 


We  must  set  criteris  for  the  fields  that  we  have 
chosen.  If  we  were  to  "Run"  this  query  now,  we 
would  find  all  the  employees  in  the 
Commonwealth. 


♦ 


Pay_Period_E  nd_Date 
There  must  be  a  date  in  this  field.  All  pay  period  end 
dates  are  the  last  Saturday  of  the  work- week. 


♦ 


Pos  ition_Type_Code_2 
Summary  tables  are  always  queried  for  the  standard 
workforce. 

Regular  position  =     regu 

Excess  quota  positions  =     exqu 
Backfill  positions  =     Is  18 


♦ 


WorkS  tatus_Code 
Summary  tables  are  always  queried  for  the  standard 
workforce. 

Currently  working  =     W 

On  paid  leave  =     P 

Unknown  work  status    =     U 


♦ 


Pos  ition  Ass  igned_ Department 
Even  if  you  have  Multi-department  or  Statewide  View  of 
the  tables,  we  suggest  that  you  narrow  your  search  to  a 
particular  department. 

Note:     If  you  are  searching  for  information  from  the  past, 
you  must  remember  that  the  three-letter  MMARS 
code  has  changed. 

HR  D  formerly  DP  A. 
ITD formerly  MIS. 

♦  Tota  IE  mployee_Count 

Because  we  want  to  know  the  total  count  of  employees  in 
the  department  we  must  SUM  this  column  for  a  total 
numeric  value. 
Note:     If  we  do  not  S  UM  on  this  column  we  will  get 

only  the  results  for  individuals  that  work  in  the 

department. 

♦  Total_Employee_FTE 

Because  we  want  to  know  the  total  FTE  count  of 
employees  in  the  department,  we  mustS  UM  this  column 
for  a  total  numeric  value. 
Note:     If  we  do  not  SUM  on  this  column  we  will  get 

results  for  individual  FTE  counts  in  the 

department. 
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Run  your  query 


Now  that  you've  formulated  a  question,  picked 
tables,  selected  fields,  set  criteria,  and  decided 
how  you'd  like  your  data  organized,  you're 
ready  to  run  your  query. 

Most  properly  structured,  non-statewide 
queries  will  return  results  quickly. 

Response  time  can  be  affected  by: 

♦  The  size  of  table(s)  you've  selected  for  your 
query. 

♦  Joins  you've  created  in  your  query. 

♦  Sorting  or  calculations  you've  used  in  your 
query. 

♦  How  many  users  are  in  the  Warehouse  or 
specific  table(s). 

♦  Ongoing  maintenance  of  the  Warehouse 
tables  or  server. 

♦  Local  Area  Network  (LAN)  traffic...  etc. 

Large  queries  may  take  over  an  hour  to  run. 

However,  if  a  query  seems  to  be  taking  an 
unreasonable  amount  of  time,  it  may  be  a 
"runaway". 

Runaway  queries  can  be  caused  by  errors  in 
query  design  or  lack  of  specific  criteria.  If  you 
experience  a  runaway  query,  it  will  need  to  be 
canceled.  To  cancel  a  query  running  on  your 
PC,  consult  the  user  manual  for  your  particular 
query  tool. 

If  your  software  tool  does  not  allow  queries  to 
be  canceled,  or,  if  a  query  is  canceled  by 
rebooting  your  computer,  call  Commonhelp  at 
800-335-4702.  The  Helpline  staff  will  notify 
Warehouse  operations  and  ensure  the  query  is 
canceled  on  the  Warehouse  server. 

Remember,  rebooting  your  computer  will 
NOT  cancel  the  query  on  the  Warehouse 
server! 
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Understanding  Query  Operators 


expression 

Any  combination  of  operators,  constants,  literal  values,  functions,  and 
names  of  fields,  controls,  and  properties  that  evaluates  to  a  single  value. 
You  can  use  expressions  as  settings  for  many  properties  and  action 
arguments,  to  set  criteria  or  define  calculated  fields  in  queries,  and  to  set 
conditions  in  macros.  You  also  use  expressions  in  Visual  Basic. 


Comparison  Operators 

OPERATOR 

MEANING 

EXAMPLE 

INTERPRETATION 

= 

Equals 

=France 

Same  as  France 

> 

Greater  than 

>123 

Greater  than  123 

< 

Less  than 

<P 

Before  P,  alphabetically 

>= 

Greater  than 
or  equal  to 

>= 12/1 0/90 

On  or  after 
December  1,  1990 

<= 

Less  than  or 
equal  to 

<=122 

Equal  to  122  or  less 

<> 

Not  equal  to 

<>5/8/85 

All  dates  expect 
May  8,  1985 

Between 

Between  two 

values 

inclusive 

Between  E  and  L 

All  letters  between  E  and 
L  inclusive 

In 

Including 

In  (A.B.C) 

A  or  B  or  C 

Is  Null 

An  empty 
field 

Is  Null 

Records  with  no  entry  in 
the  field 

Like 

Pattern 
match 

Like  CS?26 

Look  for  entries  of  five 
characters,  the  first  two 
begin  with  CS  and  the 
last  two  are  26. 

Logical  Operators 

OPERATOR 

MEANING 

EXAMPLE 

INTERPRETATIO 
N 

AND 

Both  are  true 

>1  and  <6 

2,3,4,  or  5 

OR 

One  or  the  other  is 
true 

1  OR  2 

Either  1  or  2 

NOT 

Not  true 

Not1 

Anvthinq  except  1 

Wildcard  Operators 

OPERATOR 

MEANING 

EXAMPLE 

INTERPRETATIO 
N 

? 

Any  character 

CN-0? 

Returns  all  entries 
that  begin  with 
CN-0  and  are  4 
characters  long. 

* 

Any  characters 

CN-0* 

Returns  all  entries 
that  begin  with 
CN-0  and  are  any 
length  long. 

[...] 

Some  other  field 

=[age] 

Results  in  the 
QBE  grid  records 
that  have  the 
same  value  in  this 

fiolH  aQ  in  tho  anp 

Criteria  are  restrictions  you  place 
on  a  query  or  an  advanced  filter 
to  identify  the  specific  records 
you  want  to  work  with.  For 
example,  instead  of  viewing  all 
the  suppliers  that  your  company 
uses,  you  can  view  just  suppliers 
from  France.  To  do  this,  you 
specify  criteria  that  limits  the 
results  to  records  whose  Country 
field  is  "France". 

To  specify  criteria  for  a  field  in 
the  design  grid,  enter  an 
expression  in  the  Criteria  cell  for 
that  field.  The  expression  in  the 
preceding  example  would  be 
"France".  You  can  use  more 
complicated  expressions, 
however,  such  as  "Between 
1000  And  5000".  If  your  query 
includes  linked  tables,  the 
values  you  specify  in  criteria  on 
fields  from  the  linked  tables  are 
case-sensitive  V*  they  must 
match  the  case  of  the  values  in 
the  underlying  table. 

You  can  enter  additional  criteria 
for  the  same  field  or  different 
fields.  When  you  type 
expressions  in  more  than  one 
Criteria  cell,  Microsoft  Access 
combines  them  using  either  the 
And  or  the  Or  operator.  If  the 
expressions  are  in  different  cells 
in  the  same  row,  Microsoft 
Access  uses  the  And  operator, 
which  means  only  the  records 
that  meet  the  criteria  in  all  the 
cells  will  be  returned.  If  the 
expressions  are  in  different  rows 
of  the  design  grid,  Microsoft 
Access  uses  the  Or  operator, 
which  means  records  that  meet 
criteria  in  any  of  the  cells  will  be 
returned. 
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Us  ing  the  Expression  Builder 
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Start  the  Expression  Builder  in  a  property  sheet 
or  the  Macro  window 

1 .  Click  the  property  or  argument  box  that  will 
contain  the  expression. 

2.  Click  the  Build  button  next  to  the  property  or 
argument  box. 

3.  If  a  property  has  more  than  one  builder 
associated  with  it,  Microsoft  Access  displays 
the  Choose  Builder  dialog  box.  Click 
Expression  Builder  and  click  OK. 

Note:  If  the  property  box  or  argument  box  where  you 
start  the  Expression  Builder  already  contains  a 
value,  that  value  is  automatically  copied  into 
the  expression  box. 

4.  In  the  lower-left  box  of  the  Expression  Builder, 
double-click  or  click  the  folder  containing  the 
element  you  want. 
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About  the  Expression  Builder 

The  Expression  Builder  has  three  sections: 


Expression 
box" 


Operator 
buttons' 


Expression  Builder 


Day(«number») 


♦  -  / 


lil. 


><  <>  And  Or  Not 


Expression 

elements 


t! 


C]  Shippers 
Q  Suppiers 

S3  Queries 

S]  Forms 

S]  Reports 

Q  Functions 

L&ESIBSIlJSiSB 

—  LDlMorthwind 

/ 

Database  objects, 
functjons,  constants, 
operators,  and  common 
expressions 


DOE/OLE 

Doman  Aggregate! 

Error  Handing 

/ 

Specific  elements  or 
categories  of  demerts 
for  the  folder  selected 
in  the  left  box 


Now 

/ 

Values  lor  terns 
selected  in  the 

left  and  rrtdcJe 
boxes 


d 


5.  In  the  lower-middle  folder,  double-click  an 
element  to  paste  it  into  the  expression  box,  or 
click  a  category  of  elements. 

6.  If  you  select  a  category  in  the  lower-middle  box, 
values  display  in  the  lower-right  box.  Double- 
click a  value  to  paste  it  in  the  expression  box. 

Tip:    You  can  also  type  any  part  of  the  expression 
directly  in  the  expression  box. 

7.  Paste  any  operators  you  want  in  the  expression 
by  placing  the  insertion  point  in  the  expression 
box  where  you  want  the  operator,  and  clicking 
one  of  the  operator  buttons  that  are  in  the 
middle  of  the  builder. 

8.  When  your  expression  is  complete,  click  OK. 

Microsoft  Access  copies  your  expression  to  the 
location  where  you  started  the  Expression  Builder. 
If  that  location  already  contains  a  value,  or  if  you 
started  from  the  Module  window  with  text  selected, 
your  new  expression  replaces  the  value  or  text. 
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Summary  Calculations 


calculated  field 

Afield  defined  in  a  query  that  displays  the  result  of  an  expression  rather  than  stored 
data.  The  value  is  recalculated  each  time  a  value  in  the  expression  changes.  A 
calculated  control  is  a  control  on  a  form  or  report  that  displays  the  result  of  an 
expression  rather  than  stored  data. 


Selec 
t 

To  find  the 

Use  with  these  field  data 
types 

Sum 

Total  of  the 
values  in  a  field. 

Number,  Date/Time, 
Currency,  and  AutoNumber 

Avg 

Average  of  the 
values  in  a  field. 

Number,  Date/Time, 
Currency,  and  AutoNumber 

Min 

Lowest  value  in 
a  field. 

Text,  Number,  Date/Time, 
Currency,  and  AutoNumber 

Max 

Highest  value  in 
a  field. 

Text,  Number,  Date/Time, 
Currency,  and  AutoNumber 

Coun 

t 

Number  of 
values  in  a  field, 
not  counting  Null 
(blank)  values. 

Text,  Memo,  Number, 
Date/Time,  Currency, 
AutoNumber,  Yes/No,  and 
OLE  Object 

StDe 

V 

Standard 
deviation  of  the 
values  in  a  field. 

Number,  Date/Time, 
Currency,  and  AutoNumber 

Var 

Variance  of  the 
values  in  a  field. 

Number,  Date/Time, 
Currency,  and  AutoNumber 

Select 

To 

Group  By 

Define  the  groups  you  want  to  perform  the 
calculations  for.  For  example,  to  show  total 
sales  by  category,  select  Group  By  for  the 
CategoryName  field. 

Expressio 
n 

Create  a  calculated  field  that  includes  an 
aggregate  function  in  its  expression. 
Usually,  you  create  a  calculated  field  when 
you  want  to  use  multiple  functions  in  an 
expression. 

Where 

Specify  criteria  for  a  field  you  aren't  using  to 
define  groupings.  If  you  select  this  option  for 
a  field,  Microsoft  Access  will  hide  the  field  in 
the  query  results  by  clearing  the  Show 
check  box. 

Perform  calculations  in  a  query 

You  perform  calculations  in  a  query  using: 

□  Predefined  calculations,  called  "totals," 
to  compute  the  following  amounts  for 
groups  of  records  or  for  all  the  records 
combined  in  the  query:  sum,  average, 
count,  minimum,  maximum,  standard 
deviation,  or  variance. 

□  A  custom  calculation  to  perform 
numeric,  date,  and  text  calculations  on 
each  record  using  data  from  one  or 
more  fields.  You  need  to  create  a  new 
calculated  field  directly  in  the  design 
grid  for  these  types  of  calculations. 

Instead  of  displaying  a  calculation's  results, 
you  can  use  them: 

□  As  criteria  to  determine  the  records  the 
query  selects  or  to  determine  which 
records  to  perform  an  action  on. 

□  To  update  data  from  an  update  query. 

Nine  of  the  12  options  in  the  query  design 
grid's  Total  row  are  aggregate  functions.  All 
but  the  First  and  Last  functions  are 
explained  in  the  following  table.  The  other 
three  options  in  the  list  are  explained  in  the 
second  table. 

Note      The  aggregate  functions  won't 
include  records  containing  blank 
(Null)  values  in  their  calculations. 
For  example,  the  Count  function 
returns  a  count  of  all  the  records 
without  Null  values.  There  is  a  way 
to  count  Null  values,  and  you  can 
convert  Null  values  to  zeroes  so 
they  are  included  in  a  calculation. 
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Creating  a  Make  Table 


Design  view  —  queries 

A  window  in  which  you  design  queries. 


ajp  Product  Sales  for  1994  :  Select  Query 


Categories 


CalegorylD 

CategoryName 
Description 


ProductlD 

ProductName 
SupplierlD 


■Title: 
Query 
type 

—  Field 
lists 


4l  1 

Field: 

Table: 

Totat 

Sort: 

Show: 

CategoryName 

ProductName 

Cateaories 

Products 

Group  By 

Group  By 

Ascending 

Ascending 

H 

n 

Query 

design 

grid 


To  open  a  query  in  Design  view,  go  to  the  Database  window, 
click  the  Queries  tab,  click  the  query  you  want  to  open,  and  then 
click  Design. 

If  the  query  is  already  open,  you  can  switch  to  Design  view  by 

clicking  View  ;«=»  -i  on  the  toolbar. 


MM 

A  small  window  that  lists  all  the  fields  in  an 
underlying  record  source  You  can  display  field 
lists  in  the  Design  view  of  forms,  reports,  and 
queries,  and  in  the  Relationships  window, 
Microsoft  Access  automatically  displays  the 
appropriate  field  lists  in  the  Filter  window 


S  Customers  £3 


Customer!) 

Company  Nam  e|_| 
CortedName 


-Title  bar 

•Primary 
key  field 


rHp  Select  Query 

H 

Crosstab  Query 

l#l 

Make-Table  Query. . . 

l~Si 

Update  Query 

+i 

Append  Query. . . 

X! 

Delete  Query 

i  to 

ite  i 
lext 
u  vy 


design  grid 

The  grid  that  you  use  to  design  a 
query  or  filter  in  query  Design  view  or 
in  the  Advanced  FilterfSort  window. 
For  queries,  this  grid  was  formerly 
known  as  the  QBE  grid. 


Fiekt 

Tab* 

Sort 

Show: 

Otera 

or 

ProductName 

ProductD 

Cateqop,' 

Products 

Products 

Products 

Ascendng 

M 

M 

1 .  Create  a  query,  selecting  the  tables  or  queries  that 
contain  the  records  you  want  to  put  in  the  new 
table. 

2.  In  query  Design  view,  click  the  arrow  next  to  the 
Query  Type  button  on  the  toolbar,  and  then  click 
Make  Table.  The  Make  Table  dialog  box  appears. 

3.  In  the  Table  Name  box,  enter  the  name  of  the 
table  you  want  to  create  or  replace. 

4.  Click  Current  Database  to  put  the  new  table  in  the 
currently  open  database.  Or  click  Another 
Database  and  type  the  name  of  the  database  you 
want  to  put  the  new  table  in.  Type  the  path  if 
necessary. 

5.  Click  OK. 

B  6.     Drag  from  the  field  list  to  the  query  design  grid  the 
fields  you  want  in  the  new  table. 

7.  In  the  Criteria  cell  for  the  fields  that  you've 
dragged  to  the  grid,  type  the  criteria. 

8.  To  preview  the  new  table  before  you  create  it,  click 
the  View  button  on  the  toolbar.  To  return  to  query 
Design  view  and  make  changes  or  run  the  query, 
click  the  View  button  on  the  toolbar. 


^.icKlliymu 
arrow  will  give 
you  a  list  of 
query  types  to 
choose  from. 


9.    To  create  the  new  table,  click  Run  on  the  toolbar. 

Notes:  To  stop  a  query  after  you  start  it,  press 

CTRL4BREAK. 

The  data  in  the  new  table  you  create  does  not  inherit  the 
field  properties  or  the  primary  key  setting  from 
the  original  table. 
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Creating  an  Append  Query 


Design  view  —  queries 

A  window  in  which  you  design  queries. 


fyp  Product  Sales  for  1994 :  Select  Query 


Pro, 


CategorylD 

CategoryName 
Description 


DO 


ProductID 

ProductName 
SupplierlD 


|  [-Title: 
Query 
type 

— Field 
lists 


Held: 

Table: 

Total: 

Sort 

Show: 


CategoryName 

ProductName 

Categories 

Products 

Group  By 

Group  By 

Ascending 

Ascending 

n 

S 

—  Query 
design 
grid 


To  open  a  query  in  Design  view,  go  to  the  Database  window, 
click  the  Queries  tab,  clickthe  queryyou  want  to  open,  and  then 
click  Design. 


If  the  query  is  already  open,  you  can  switch  to  Design  view  by 


clicking  View 


3  on  the  toolbar 


fieWSsl 


A  small  window  that  lists  all  the  fields  in  an 
underlying  record  source  You  can  display  field 
lists  in  the  Design  view  of  forms,  reports,  and 
quenes,  and  in  the  Relationships  window. 
Microsoft  Access  automatically  displays  the 
appropnate  field  lists  in  the  Filter  window 


B  Customers  Q 


CuBomerD  -  ± 


Com  parr/Nam  e| 

ContactNane 


-Title  bar 

•Pnmary 
key  field 


design  grid 


The  gnd  that  you  use  to  design  a 
query  or  filter  in  query  Design  view  or 
in  the  Advanced  Filter/Sort  window 
For  quenes,  this  grid  was  formerly 
known  as  the  QBE  gnd. 


Rett 
Tatte 
Sort 

Show. 
Crter* 

ProductName 

Product* 

Cat  sooty 

Products 

Products 

Products 

Ascendng 

\A 

W\ 

1 .  Create  a  query  that  contains  the  table 
whose  records  you  want  to  append  to 
another  table. 

2.  In  query  Design  view,  click  the  arrow  next  to 
Query  Type  on  the  toolbar,  and  then  click 
Append.  The  Append  dialog  box  appears. 

3.  In  the  Table  Name  box,  enter  the  name  of 
the  table  you  want  to  append  records  to. 

4.  Click  Current  Database  if  the  table  is  in  the 
currently  open  database.  Or  click  Another 
Database  and  type  the  name  of  the 
database  where  the  table  is  stored.  Type  the 
path  if  necessary. 

5.  Click  OK. 


Drag  from  the  field  list  to  the  query  design 
grid  the  fields  you  want  to  append  and  any 
fields  you  want  to  use  for  setting  criteria. 
Also,  you  may  or  may  not  want  to  add  the 
primary  key  field  if  it  has  an  AutoNumber 
data  type. 

If  all  the  fields  in  both  tables  have  the  same 
names,  you  can  just  drag  the  asterisk  ( *)  to  the 
query  design  grid.  However,  if  you're  working 
in  a  database  replica,  you'll  need  to  add  all 
the  fields  instead. 

If  the  fields  you've  selected  have  the  same 
name  in  both  tables,  Microsoft  Access 
automatically  fills  the  matching  name  in  the 
Append  To  row.  If  the  fields  in  the  two 
tables  don't  have  the  same  name,  in  the 
Append  To  row,  enter  the  names  of  the 
fields  in  the  table  you're  appending  to. 


8.  In  the  Criteria  cell  for  the  fields  that  you 
have  dragged  to  the  grid,  type  the  criteria  on 
which  additions  will  be  made. 

9.  To  preview  the  records  that  the  query  will 
append,  click  View  on  the  toolbar.  To  return 
to  query  Design  view,  click  View  on  the 
toolbar  again.  Make  any  changes  you  want 
in  Design  view. 


10.  Click  Run  on  the  toolbar  to  add  the  records. 
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Create  a  parameter  query  that  prompts  for  criteria  each  time  it's  run 


3  Microsoft  Access  97 


njx] 


Help  Topics 


Back 


Options 


Field: 

LastName 

Table: 

Employees 

Sort: 

Show: 

• 

Criteria: 

[Type  the  last  name:}- 

J 


The  prompt  "Type  the  last 
name:"  will  be  displayed 
when  you  run  the  query.- 


d 


A  parameter  query  displays  one  or  more 
predefined  dialog  boxes  that  prompt  you  for 
the  parameter  value  (criteria).  You  can  also 
create  a  custom  dialog  box  that  prompts  for 
the  query's  parameters. 

1 .  Create  a  select  or  crosstab  query. 

2.  In  query  Design  view,  drag  the  fields 
from  the  field  list  to  the  query  design  grid. 

3.  In  the  Criteria  cell  for  each  field  you  want 
to  use  as  a  parameter,  type  a  prompt 
enclosed  in  square  brackets.  Microsoft 
Access  will  display  this  prompt  when  the 
query  is  run.  The  text  of  the  prompt  must 
be  different  from  the  field  name,  although 
it  can  include  the  field  name. 

For  a  field  that  displays  dates,  you  can 
display  the  prompts  "Type  the  beginning 
date:"  and  "Type  the  ending  date:"  to 
specify  a  range  of  values.  In  the  field's 
Criteria  cell,  type  Between  [Type  the 
beginning  date:]  And  [Type  the  ending 
date:]. 

4.  To  view  the  results,  click  the  View  button 
on  the  toolbar,  and  then  type  a  value  for 
the  parameter.  To  return  to  query  Design 
view,  click  the  View  button  on  the  toolbar 
again. 

Notes:  You  must  specify  a  data  type  for 

parameters  in  a  crosstab  query  or  in  a 
parameter  query  that  a  crosstab  query 
or  chart  is  based  on.  In  the  crosstab 
query,  you  must  also  set  the  Column 
Headings  property.  In  other  parameter 
queries,  specify  a  data  type  for  a  field 
with  the  Yes/No  data  type  and  fields 
that  come  from  a  table  in  an  external 
SQL  database. 
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Creating  a  Report  with  the  Wizard 


Database  window 

The  window  that  appears  when  you  open  a  Microsoft 
Access  database.  II  contains  Tables,  Queries,  Forms, 
Reports,  Macros,  and  Modules  tabs  that  you  can  click 
to  display  a  list  of  all  objects  of  that  type  in  the 
database. 

To  display  the  Database  window,  click  Database 

Window  iM.  on  the  toolbar. 


r 


Title  bar 


r 


Object  tabs 


■EB  Morthwind :  Database 


IE 


]Tabtes  |  |p  Queries;  (El  Forms  1 9  Reports: 3  Macros  «$  Modules 

~~  fy^y!??  ^  Orders  Open 

Hjj]  Customers  ^|  Products 

U  Employees  p]  Shippers 


11]  Order  Details 


II]  Suppliers 


Design 


New 


I—  Object  list 


Command  buttons  -J 


1.  In  the  Database  window,  click  the  Reports  tab. 

2.  Click  New. 

3.  In  the  New  Report  dialog  box,  click  the  wizard 
that  you  want  to  use.  A  description  of  the  wizard 
appears  in  the  left  side  of  the  dialog  box. 

4.  Click  the  table  or  query  that  contains  the  data  you 
want  to  base  your  report  on. 

Note:  Microsoft  Access  uses  this  table  or  query  as 
the  default  record  source  for  the  report. 
However,  you  can  change  the  record  source 
in  the  wizard  and  select  fields  from  other 
tables  and  queries. 

5.  Click  OK. 

6.  If  you  clicked  Report  Wizard,  Chart  Wizard,  or 
Label  Wizard  in  step  3,  follow  the  directions  in 
the  wizard  dialog  boxes.  If  you  click  AutoReport: 
Tabular  or  AutoReport:  Columnar,  Microsoft 
Access  automatically  creates  your  report. 

□  AutoReport:  Columnar.  Each  field  appears 
on  a  separate  line  with  a  label  to  its  left. 

□  AutoReport:  Tabular.  The  fields  in  each 
record  appear  on  one  line,  and  the  labels  print 
once  at  the  top  of  each  page. 


Design  view  —  reports 

A  window  in  which  you  design  reports. 


=2  Alphabetical  List  of  Products:  I 

mi  i  i  i  1 1  i  i  i  i 

I    I 

■4F  Report  Header 

Alphabetical  List  of  Products 

=Format(Date()l"Me 

u 

■9-  Page  Header 

Product  Name: 

LJ 

4  Detail 

ProductName 

Report  header 
section 

[—Page  header 
section 


h 


Detail  section 


To  open  a  report  in  Design  view,  go  to  the  Database  window, 
click  the  Reports  tab,  clickthe  report  you  want  to  open,  and 
then  click  Design. 

If  the  report  is  already  open,  you  can  switch  to  Design  view  by 


clicking  View 


on  the  toolbar. 


If  the  resulting  report  doesn't  look  the  way  you 
want  it  to,  you  can  change  it  in  Design  View. 
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Query  Building  Worksheet 
Step  1 :  Define  Your  Query 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE 
JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

(i.e.,  BFY=96) 

FUNCTION 

(i.e.  sum, 
average) 

SORT 

(i.e., 
ascending/descending) 
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Step  1:  Define  Your  Query 

Which  employees  are  currently  out  on  education  or  maternity  leave  in  my  bargaining  unit? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Work_Assignment_History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Last_Pay_Period_Date 

Work_Assignment_History 

Source  System 

Work_Assignment_History 

Position_Assigned_Department 

Work_Assignment_History 

Bargaining_Unit 

Work_Assignment_History 

E  m  pi  oy  ee_Category_Code 

Work_Assignment_History 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

Work_Assignment_History 

Source_System 

Equal  Join 

Person 

Work_Assignment_History 

Branch  of  Government 

Equal  Join 

Person 

Work_Assignment_History 

Executive  Office 

Equal  Join 

Person 

Work_Assignment_History 

Position_Assigned_Department 

Equal  Join 

Person 

Work_Assignment_History 

Pay_Organization 

Equal  Join 

Person 

Work_Assignment_History 

Social_Security_Number 

Equal  Join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Last_Pay_Period_Date 

Work  Assignment  History 

Is  Null 

Source_System 

Work_Assignment_History 

P 

Position_Assigned_Department 

Work_Assignment_History 

HRD 

BargainingJJnit 

Work_Assignment_History 

06 

Employee_Category_Code 

Work_Assignment_History 

EDPOrMUM 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 
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Query  (2) 

Step  1 :  Define  Your  Query 

What  is  the  total  Employee  and  FTE  count  for  those  in  my  department  who  are  classified  as  LTHT 
(less  than  half-time)? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Employee_Org_Stats 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Pay_Period_End_Date 

Employee_Org_Stats 

Position_Assigned_Department 

Employee_Org_Stats 

LTHT_Employee_Count 

Employee_Org_Stats 

LTHT_Employee_FTE 

Employee_Org_Stats 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE 
JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

No  Joins. 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Pay_Period_End_Date 

Employee_Org_Stats 

2/6/99 

Position_Assigned_Depar 
tment 

Employee_Org_Stats 

HRD 

LTHT_Employee_Count 

Employee_Org_Stats 

Sum 

LTHT_Employee_FTE 

Employee_Org_Stats 

Sum 
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Total_Employee_Count 

Total_Employee_FTE 

Total_Base_Salary 

Total_Other_Salary 

FT_Employee_Count 

PT_Employee_Count 

PT_Employee_FTE 

LTHT_Employee_Count 

lTHT_Employee_FTE 

2ero_Employee_C<xint 

Total_FT_Base_Salary 

Total  FT  Other  Salary 


U 


Z) 
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Fiekt 

Pay  Period  End  D 
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LTHT  Employee  C 

LTHT  Employee  F 

__ 

Table: 

dbo  Employee  Orq_ 

dbo  Employee  Orq 

dbo  Employee  Orq 
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Query  (3) 

Step  1:  Define  Your  Query 

Which  employees  in  my  department  are  currently  out  on  any  type  of  leave  (status  other  than  "Reg")? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Work_Assignment_History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Last_Pay_Period_Date 

Work_Assignment_History 

Source_System 

Work_Assignment_History 

Position_Assigned_Department 

Work_Assignment_History 

Employee_Category_Code 

Work_Assignment_History 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF 
JOIN 

RIGHT  TABLE 

Wo  rk_As  s  i  g  n  m  e  nt_H  i  sto  ry 

Source_System 

Equal  join 

Person 

Work_Assignment_History 

Branch_of_Government 

Equal  join 

Person 

Work_Assignment_History 

Executive_Office 

Equal  join 

Person 

Work_Assignment_History 

Position_Assigned_Department 

Equal  join 

Person 

Work_Assignment_History 

Pay_Organization 

Equal  join 

Person 

Wo  rk_As  s  i  g  n  m  e  nt_H  i  sto  ry 

Social_Security_Number 

Equal  join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Last_Pay_Period_Date 

Work_Assignment_History 

Is  null 

Source_System 

Work_Assignment_History 

P 

Position_Assigned_Department 

Work_Assignment_History 

HRD 

Employee_Category_Code 

Work_Assignment_History 

<>  "Reg" 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 
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or: 
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Query  (4) 

Step  1 :  Define  Your  Query 

What  is  the  next  step  date  for  employees  in  my  department  with  last  names  beginning  with  the 
letters  A  to  F? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Work_Assignment_History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Last_Pay_Period_Date 

Work_Assignment_History 

Source_System 

Work_Assignment_History 

Position_Assigned_Department 

Work_Assignment_History 

Next_Step_Date 

Work_Assignment_History 

FirsMMame 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

Work_Assignment_History 

Sou  rce_Sy  stem 

Equal  Join 

Person 

Work_Assignment_History 

Branch  of  Government 

Equal  Join 

Person 

Wo  r  k_As  s  i  g  n  m  e  nt_H  i  sto  ry 

Executive_Office 

Equal  Join 

Person 

Work_Assignment_History 

Position_Assigned  Department 

Equal  Join 

Person 

Work_Assignment_History 

Pay_Organization 

Equal  Join 

Person 

Work_Assignment_History 

Social_Security_Number 

Equal  Join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Last_Pay_Period_Date 

Wo  rk_As  s  i  g  n  m  e  nt_H  i  sto  ry 

Is  Null 

Source_System 

Work_Assignment_History 

P 

Position_Assigned_Department 

Work_Assignment_History 

HRD 

Next_Step_Date 

Work_Assignment_History 

FirsMMame 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Between  A 
and  F 

Advanced  Human  Resource  Data  in  the  Commonwealth's  Information  Warehouse 


Page  38 


vnpnrawMiMvnM 


Source  Svrtam 


Branch_of_Goverrvnent 

Execubve_Office 

Position_Assigned_Departm 

Pay_Organizabon 

Social_Securir.y_Number 

Posibon_Number 

Part_Time_ID 

Effective  _Date  _^J 


Source_5ystem 

Branch_of_Gov«rnment 

Executive_Office 

Posibon_Assigned_Deparbne 

Payj>ganizabon 

Social_Security_Number 

Organization 

Gender_Code 

Qti2enship_Code  _ZJ 
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0 
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Fist  Name 


dbo  Person 
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Middle  Initial 
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Ascend 
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"hrd" 
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Ready 


NUM 
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Query  (5) 

Step  1:  Define  Your  Query 

What  are  the  names  of  those  persons  in  my  department  who  have  an  FTE  status  between  .4  and 
.9? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Work_Assignment_History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Last_Pay_Period_Date 

Work_Assignment_History 

Sou  rce_Sy  stem 

Work_Assignment_History 

Position_Assigned_Department 

Work_Assignment_History 

Full_Time_Equivalent 

Work_Assignment_History 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF 
JOIN 

RIGHT  TABLE 

Work_Assignment_History 

Source_System 

Equal  join 

Person 

Work_Assignment_History 

Branch_of_Government 

Equal  join 

Person 

Work_Assignment_History 

Executive_Office 

Equal  join 

Person 

Work_Assignment_History 

Position_Assigned_Department 

Equal  join 

Person 

Work_Assignment_History 

Pay_Organization 

Equal  join 

Person 

Work_Assignment_History 

Social_Security_Number 

Equal  join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Last_Pay_Period_Date 

Work_Assignment_History 

Is  null 

Source_System 

Work_Assignment_History 

P 

Position_Assigned_Department 

Work_Assignment_History 

HRD 

Full_Time_Equivalent 

Work_Assignment_History 

Between  .4  and 
.9 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 
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Source_System 

Branch_of_Government 

Executive_Office 

Posibon_Assigned_Departmenr. 

Pay_Organtzation 

Social_Security_Number 

Posibon_Number 

Part_Time_ID  ▼! 


Source_System 
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Organization 
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Table. 

Sort: 

Show: 
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dbo  Person 
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Query  (6) 

Step  1 :  Define  Your  Query 


Which  bargaining  units  currently  exist  in  my  department? 
Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Personnel_Summary 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 


Pay_Period_End_Date 


TABLE  NAME 


Personnel_Summary 


Source_System 


Personnel_Summary 


.Summary 
.Summary 


Position_Assigned_Department 


Personnel 


Bargaining_Unit 


Full_Time_Equivalent 


Personnel 


Personnel_Summary 


Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED       |TYPE  OF  JOIN 

RIGHT  TABLE 

No  Joins. 

Step  5:  Refine  Your  Query 


FIELD  NAME 


Pay_Period_End_Date 
Source_System 


TABLE  NAME 


Personnel 


CRITERIA 

-"473755— 


FUNCTION 


SORT 


Summary 
Summary 


Personnel 


Position_Assigned_Department 


TfRTT 


Personnel_Summary 


Bargaining_Unit 


Personnel_Summary 


Full_Time_Equivalent 


Personnel_Summary 


Sum 
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Pay  Period  End  D 

Source  System 

Position  Assigned  1 
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Table: 
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Group  By 
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Show: 
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Query  (6a) 

Step  1:  Define  Your  Query 

Which  employees  in  my  department  are  assigned  to  my  own  bargaining  unit? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Work_Assignment_History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Last_Pay_Period_Date 

Work_Assignment_History 

Source_System 

Work_Assignment_History 

Position_Assigned_Department 

Work_Assignment_History 

BargainingJJnit 

Work_Assignment_History 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF 
JOIN 

RIGHT  TABLE 

Work_Assignment_History 

Source_System 

Equal  join 

Person 

Work_Assignment_History 

Branch_of_Government 

Equal  join 

Person 

Work_Assignment_History 

Executive_Office 

Equal  join 

Person 

Work_Assignment_History 

Position_Assigned_Department 

Equal  join 

Person 

Work_Assignment_History 

Pay_Organization 

Equal  join 

Person 

Work_Assignment_History 

Social_Security_Number 

Equal  join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Last_Pay_Period_Date 

Work  Assignment  History 

Is  Null 

Source_System 

Work_Assignment_History 

P 

Position_Assigned_Department 

Work_Assignment_History 

HRD 

BargainingJJnit 

Work_Assignment_History 

06 

First_Name 

Person 

Middlejnitial 

Person 

Lastjslame 

Person 
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Source_System 

8ranch_of_Govemment 

Execubve_Office 

Posibon_Assigned_Departmer 

PayjDrganizabon 

Soaal_Secunty_Number 

Position_Number 

Part_Time_ID  ■*•! 


Source_System 

Branch_of_Government 

Exeoicive.Office 

Posibon_Assigned_Department  — ' 

Pay_Organizacion 

Soaal_Securrty_Number 
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Field: 

Last  Pay  Perio( 

Soutce  System 

Position  Assignee 

Bargaining  Unit 

First  Name 

Middle  Initial 

Las*  Name 

Table: 

dbo  Work  Ant 

dbo  Work  Assic 

dbo  Work  Assiqi 

dbo  Work  Assic 

dbo  Person 

dbo  Person 

dbo  Person 

Sat 

Ascending 

Show: 

0 

0 

0 

0 

0 

a 

0 
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Query  (7) 

Step  1:  Define  Your  Query 

Which  employees  in  my  department  have  a  next  step  date  within  the  current  calendar  year? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Work_Assignment_History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Last_Pay_Period_Date 

Work_Assignment_History 

Source_System 

Work_Assignment_History 

Position_Assigned_Department 

Work_Assignment_History 

Pay_Title_Code 

Work_Assignment_History 

Next_Step_Date 

Work_Assignment_History 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF 
JOIN 

RIGHT  TABLE 

Work_Assignment_History 

Source_System 

Equal  join 

Person 

Work_Assignment_History 

Branch_of_Government 

Equal  join 

Person 

Work_Assignment_History 

Executive_Office 

Equal  join 

Person 

Work_Assignment_History 

Position_Assigned_Department 

Equal  join 

Person 

Work_Assignment_History 

Pay_Organization 

Equal  join 

Person 

Work_Assignment_History 

Social_Security_Number 

Equal  join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Last_Pay_Period_Date 

Work_Assignment  History 

Is  Null 

Source_System 

Work_Assignment_History 

P 

Position_Assigned_Department 

Work_Assignment_History 

HRD 

Pay_Title_Code 

Work_Assignment_History 

Next_Step_Date 

Work_Assignment_History 

Between  1/1/99 
And  12/31/99 

First_Name 

Person 

Middle_lnitial 

Person 

Last_Name 

Person 
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Table: 
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Show: 
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Query  (1) 

Step  1:  Define  Your  Query 

How  many  hours  personal  and  sick  time  were  used  by  employees  in  my  department  between 
9/1/98  and  12/31/98? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Labor_History 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Pay_Period_End_Date 

LaborJHistory 

Department 

Labor_History 

Earnings_Category_Code 

LaborJHistory 

Eamings_Category_Hours 

LaborJHistory 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE 
JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

No  Joins. 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Pay_Period_End_Date 

Labor_History 

Between 

9/1/98  and 

12/31/98 

Department 

LaborJHistory 

HRD 

Eamings_Category_Code 

LaborJHistory 

Sic  or  Per 

Earnings_Category_Hours 

LaborJHistory 

Sum 
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Query  (2) 

Step  1:  Define  Your  Query 

Which  employees  in  my  department  have  used  more  than  (15)  hours  of  vacation  between  9/1/98  and 
12/31/98? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Labor  History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Pay_Period_End_Date 

LaborJHistory 

Department 

LaborJHistory 

First_Name 

Person 

Last_Name 

Person 

Eamings_Category_Code 

LaborJHistory 

Eamings_Category_Hours 

LaborJHistory 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

Labor_  History 

Social_Security_Number 

Equal  Join 

Person 

LaborJHistory 

Department  to 
Position_Assigned_Department 

Equal  Join 

Person 

LaborJHistory 

Organization  to  PayjDrganization 

Equal  Join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Pay_Period_End_Date 

LaborJHistory 

Between 

9/1/98  and 

12/31/98 

Department 

LaborJHistory 

HRD 

FirstJMame 

Person 

Last_Name 

Person 

Eamings_Category_Code 

LaborJHistory 

VAC 

Earnings  J^ategoryJHours 

Labor_History 

>15 
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Query  (3) 

Step  1 :  Define  Your  Query 

How  many  hours  of  vacation  did  my  entire  department  use  between  5/1/98  and  8/3 7  /98? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


LaboMHistory 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Pay_Period_End_Date 

LaboMHistory 

Department 

Labor_History 

Earnings_Category_Code 

LaboMHistory 

Earnings_Category_Hours 

LaboMHistory 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE 
JOINED 

TYPE  OF  JOIN 

RIGHT  TABLE 

No  joins. 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Pay_Pe  ri  od_E  nd_Date 

LaboMHistory 

Between  5/1/98  And 
8/31/98 

Department 

LaboMHistory 

HRD 

Earnings_Category_Code 

LaboMHistory 

VAC 

Eamings_Category_Hours 

LaboMHistory 

Sum 
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Query  (4) 

Step  1:  Define  Your  Query 

Which  employees  in  my  department  have  used  greater  than  (15)  hours  of  sick  time  within  the  past 
month? 


Step  2:  Choose  Your  Table(s) 


TABLES  TO  BE  ATTACHED/ADDED 


Labor  History 


Person 


Step  3:  Choose  Your  Fields 


FIELDS  TO  BE  DISPLAYED 

TABLE  NAME 

Pay_Period_End_Date 

LaborJHistory 

Position_Assigned_Department 

Labor  History 

First_Name 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Eamings_Category_Code 

LaborJHistory 

Earnings_Category_Hours 

LaborJHistory 

Step  4:  Create  Your  Joins 


LEFT  TABLE 

ELEMENT  TO  BE  JOINED 

TYPE  OF 
JOIN 

RIGHT  TABLE 

LaborJHistory 

Social_Security_Number 

Equal  Join 

Person 

LaborJHistory 

Department  to 
Position_Assigned_Department 

Equal  Join 

Person 

LaborJHistory 

Organization  to 
PayJDrganization 

Equal  Join 

Person 

Step  5:  Refine  Your  Query 


FIELD  NAME 

TABLE  NAME 

CRITERIA 

FUNCTION 

SORT 

Pay_Period_End_Date 

LaborJHistory 

Between  1/1/99  And 
1/31/99 

Position_Assigned_Department 

Labor_History 

HRD 

Firstjvlame 

Person 

Middlejnitial 

Person 

Last_Name 

Person 

Earnings_Category_Code 

LaborJHistory 

SIC 

Earnings_Category_Hours 

Labor_History 
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«*s  Microsoft  Access  -  [Ihqueiy4  :  Select  Query] 
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